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MOTOR TORPEDO BOAT SQUADRONS FACIFIC FLIET
Office of thc Commander -
c/o Fleet rost Office
Sui Francisco, Cualif,

1 November 1945

From: Cormander Mbtor'Torpedo Boat Squadrons,
. PACIFIC Fleet,
To: Staff of Commander Motor Torpedo Boat Squadrons,

PACIFIC Fleet,
Subject: Staff Instructions.

1, The Staff organization and instructions contained
herein are promulgated for the information and guidance of all
officers and mcn attached to the Staff, and for the information -
of ships and Squadron Cormanders of Motor Torpsdo Boat Squadrons,:

. PACIFIC Fleet, in eocordinating matters relating to ships and the
flag. )

2 Rocormendations for chanzes and additions to
these instructions are invited. :
|
. N ."
R. W. BATES
Cormodore, U. S, Navy
CorM1DRons PACIFIC Fleet.




SECTION I
STAFF INSTRUCTIONS AND ORGANIZATION

101 The following definition and statenient of the general func-
tions of the staff as found in the Navy Steff Menuzl by Vice
Adnirel Vi, S, Pye, U,S.N,, are quoted below for information
and guidance,

"(a) The staff of a unit consists of thc officcrs who are
Sp601f10ully ordered, or detailed, to assist the Conmander
in the exercise of cormand,

(b) Thc staff sccures aml furnishes sich” information as may
be required by the Commander, preopores the dcteils of his an,
translates his decision into orders, and causes such ordc¢~ o
be transmitted to the cormand. It brings to the Cormander’
attention motters which require his action or about which ..o
should be informed, makes a continuous study of the situstion,
and preparss tentutlve plans far possible future contingencies
for the consideration of the Commander., Within the scope
of its authority it supervises the exccution of plans and
oréders and tckes such other action as is ncccssery to cerry
out the Comnander s intentlons.

(c) In order to expedite the exccution of orders cnd to pro-
note teamwork betwecn units, e Coumander wnay authorize his
staff officers to cormunicate directly with the staff officcers
of other units as to dctails of orders issucd or reccived.
Inter-staff cormmwunication, when used, should be arranged pre-
forably by the coimianders concerned, '

(d) The staff officer should have a thorough kilowlcdge of
the policies of his Cormander and should bec aequainted with
subordinate commanders and their units. A4 staff officcer
should be an active, well-informed assistant to the Coimender
and a helpful adviser to subordincte cormianders,"

It is considered that the above leaves little to be desired
in the expression of the general functions of a staff,

The staff is organized for operactions into five sections,
each under the supervision and coordinction of thc senior
officer thercof, as indicated on the following page:




ADLINISTRATION & PERSONNEL SECTION N-1

Flag Secretory

Personnel Officer

Assistant Personncl Officer
Medical Officer :
Chaplain

INTELLIGENCE SEOTION N-2

Intelligence Officer
Aerological Officer

OPERATIONS SECTION N-3

Operation Officer
Aviation Officer
Gunnery Officer

LOGISTICS SECTION* N-4

Logistics Officer
Engineering Officer
Material Officer
Supply Officer

*Note: This section is assisted by the Guanery,

Cormunication .and Aviation Officcrs as
concerns their respective specialities.

COMMUNICATIONS SECTION N-5

Cormwunication Officer
Cormunication Watch Officers
Coding Officcr

In nmatters involving more thon onc scction, the scction
having paremount intcrest will be designated to take the
required action, and the work of the secctions involved
will be coordinated by the senior of thec officers involved,




SECTION II - COMPOSITION, ORGANIZATION AND DUTIES,

(a) Duties and Rusponsibilities of Ind ividual
Members of i&e Staff.

CHIEF STAFF OFFICER - (01)

201, (a) Is éharged with:

1.

2e
3.

h-o

Fornulating and announcing the policies for the
general operation and procedure of the Staff,
Directing and coordinating the work of the Staff,
Supervising the preparation, inauguration, and
execution of operation plans or opcration orders.
Keeping the Commander informed of: eneny situation;
own situation regarding loéation, readiness, train-
ing, strength, morale, equipment, logistics, and

general effectivensss; and the situation of other

. cormands of own forces operating in thc same theatre

of opcrations so far as known.

Insuring'by personal observation and staff assistance
that the orders of the Commandcr are executed,
Alloting the work of prcparing plans and orders for
current and future operations, and coordinates re-

sulting drafts and submits them to the Commander

~ for approval.

Muking decisions and giving necessary instructions
to the Staff in furtherance of said decisions in
matters specifically delegated to him by the

Cormander.,




'CHIEF STAFF OFFICER - (01) (Cont'd).

8. Advising bn all edninistrative mattcrs and exer-

cising general supervision of the administrative
work.
9. Making a continuous study of the cu;‘rcnt situation
with & view to being prepared for fubture emergencies.
Signs "by direction' the following types of correspond-
ence:
1. Routine matters not involving functions of new
policy and not involving approval or disapproval
of & previous recormendation or action of a Flag

Officer, or action on legal papers. All such ex-

cepted correspondence will be signed by the

Commander,

Metters concerning which the policy of the Commander
is known except as noted in (1).

Letters forwearding letters from higher authority
quoted for compliance or guidance, |

Orders to officers except Flag Officers, cxcept
where air priority is requested or authorized.
Letters not coning under the classification of

correspondence to be signed by the Cormander.




N

PERSONNEL SECTION (N-1)

\G SECRETARY AND AIDE (05)

202, (1) Performs duties of & personal and confidentiel nature as

may be dirccted by the Cormander. :

(2) Is ;esponsible for the receipt, despateh, recording, rout-
ing, and filing of 2all official written correspondence,
and maintenance of a tickler file on all corrcspondence
requiring action, until consuimsated,

Authenticates and checks the distribution of oporation
plans, orders, novenent orders and nultiple addresé cor-
respondence requiring authent ication,

Has charge of flag office organization and personnel con-
nected therewith.

Ascertains that all outgoing correspondecnce is in agree=~
ment with regulations, policies, employnient schedules,
and correspondence instructions, and is properly distri-
butcd. -

Is responsiblc for the general dissemination of adminis-
trative information.

Supervises the handling of guard meil within the cormand,

and is directly in charge of U. S. Mail,

Brings to thc attention of all officers concerned, all

conflicting, inconsistent or overdue correspondencc,
Approves all printing requests.
Signs correspondence "by direction' for:

(a) Papers forwarded or returned without comment.,
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FLAG SECRETARY AND 4AIDE (05) (Conttd)

Correspeondence consisting of informction or
appropriate ninor action only.

Receipts and tracers for correspondence,
Transfer orders, leave papers, etc, for cnlisted
personncl, ‘ |

(¢) Transmission of registered and officer ncssenger

nail,

" ‘ (11) Prepares War Diary.

(12) Acts as Legal Officer when no other officer is so
assigned, and has cognizance of all natters of discipline.

(13) Is rcsponsible for corrections in TOP SECRET and SECRET
corrcspondencc and replacing supcrceded correspondence

with current natter.




PERGONNEL CFFICER (60)

203. (1) Has cognizance of 2ll netters relating to officor and
cnlisted pecrsonnel involving transfcer cnd rceeipt, rc-
porting and detachient; quotas for schools, new construc-
tion, and rotation; promotions and advanceronts,

Is responsible for the prepceration of 21l orders and
endorsenents concerning pcrsonnel with rogards to No, 1
above,
Hes cognizance of all metters rclating to disposition
of the decead, transfer anml evacuction of sick and woundecd
to hospital ships or other ships in compcny, personncl
casualty reportse.

(4) Acts as Lifc Insurance Officer.

(5) Acts as War Bonds Officer.

(6) Has genercl cognizance over matters of morcle, recreation,

end training.

(7) Maintains personnel charts as directcd by the Cormander.




MEDICAL OFFICER (75)

- 204, (1) Advises the Cormander on all medical netters.

(2) Has cognizance of and is responsible for assignment
of medical corps officers and cnlisted pcrsonnel,

(3) Supervises medical supply and medical reports,

(4) Advises Cormander on all phases of medical logistics
data and; as necessary, the Logistics Officer.

(5) Supervises health and senitatioa within the cormand,
and sees that all nedicel precautions are strictly
observed for all personncl, especially in areas where
dangerous tropiceal diseases arc prcvalent,

Conducts necessary riedical .inspections of thc nmedical

departments of 2ll units of the cormand,




CEAPLAIN (80)

205, (1) Advises the Commandcr on all notters of general morale.

(2) Supervises activities of other of ficers of the Chaplain
Corps assigned to othcr units of the cormand,
(3) Acts in capacity of Welfare and Recreation Officer in

event no officer is specifically assigned as such,




INTELLIGENCE SECTION (Ne2)

INTELLIGENCE OFFICER (25)

206. (1) The Intelligence Section of thc Staff will provide the
Cormander, the Chief Staff Officer; and all staff sce=-
tions with timely conclusions as to the enemy‘s gituation
end capabilities. The section will collect, evaluate aud
disseminate to MTBRonsPac, and to any task force or teask
group undcr the commend of Cormander MTBRons PACIFIC
Fleet, infénn&tion of intelligence value.

The information and intelligeﬁce received, acquired and
" enployed by thce Intellizence Section is dividcd into suwo

gencral types:

(a) Strategical intclligence, intelligence rcquired for

planning, and
Operational intelligence, includingz the strength,
location, logistic situation and intcentions of cneny
forces; infornation and inteclligencc of tactical
factors pcrtaining to éneny forces and particularly
concerning contcrplated operatioﬁs and combat
cfficiency,
(3) In the excoution of the duties hereinabove outlined, the

Intelligence Officer:

(a) Is rcspoamsible for the immediate.availability and
effcctive presentation of all intelligence in regerd
to the position; composition, strength and opcretion

of enerny forces and of conditions within the theater
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INTELLIGENCE OFFIGER (25) (Cont'd)

of operations that nay have a bearing upon the
conduct of enciy operations,
(4) Whon an estimte of the situation is to be prepared by
the Staff, the Intelligenge Section:

(a) Selects from the intelligcnce ammex or information
paragraph of the directive from the supcerior and
other available infarmation of the¢ eneny, and prc-
sents in suitable form such eneny intelligencc as
is essential to a conplete summary of the situation.
Tabulates thg cneny streggth in suitable form for
a couparison of relative strength,

Considers the situation fror: the point of view of
the cncny commnder and determmncs the effect de~
sircd to be produccd by the eneny and the potential
capabilitics of the chcny forcc,.

Preparcs intélligence reports and charts at stated
times or when directed, surzing up encrny intellig-
cnece which has been collected and eveluated up to
the hour of prcparation of the report and giving

as conplcte a picturc of their current and indicated
future operations as can be provided from available
intelligence,

Adviscs as to the items of intelligence which arc

urgently required,
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INTELLIGENCE OFFICER (25) (Cont'd)

(£) Prepares Intelligcnecs Plans,

(g) Advises as to the urgeney of disscnination of intel-
ligence, and prepares despetches to convey such in-
telligence, |

Supervises as required all counter-intelligcnce and

counter-propagande activiticss.

Intcrrogates prisoncrs of war and cxanines copturcd

docunents,

Maintains contact and exchange of information with

intellizence scctions of other cormands.

Supervises and coordinctes, so far as practicable} the

intelligence functions within the cormand, or tcetical

organization as thc case may be,

Procures whea nccessary the scrvicces of specially trained

photographic intcrprétation personncl and language per-

sonnel for tcnporﬁry duty in the Intelligcnce Section.

Acts as Public Infomation Officer,

Cooperates with Aerological Officcr in obtaining, dis-

scrinating and utilizing weathcer information for stra-
tegical and tactical purposcs. |
Assists in the preparation of opcration plans and ordcrs
and of action rcperts as may be directed and particularly

with regard to intelligcnce concerning thc cneny,




AEROLCGICAL OFFICER (96)

Advises the Cormaender in recgard to acrological activities
in the cormand. R
Is in charge of Flag Aérological Unit.

Supervises work of any other aerologiczl units assigncd.

Mekes full daily weather report direct to Commander,

Furnishes advancc weather prognostications for Operations
end Logistic Officers as requested.

Makes 2 study and submits climatological data on all
operating arcas, present and future,

Provides cfea arnd swoll forccasts, and has a working
knowledgc of PT boats with respeet to oporating in

rough secas.

Makes reccrmendations regarding typhoon evacuation znd

prccautions to be taken with boats.




" OPERATIONS SECTION (N=3)

OPERATIONS OFFICZR (11)

Is heaa of the Operations Section; plans, allocates

and coordinates the work of that section..

Assists the Chief Staff Off icor in administrative cctive
itics, and acts as Chief Staff Officer in the latter's

absence, Adviscs on all administrative nmattcers which

may have a bearing on operations or movenents of vesscls,

recadiness, dctails to special cuty.

Preparcs plans, coordinates ond supervises the training
and rexainess for battle of *he aésigned cormaond.
Prcpares cruising instructions, dispositions cnd tact-
ical proceduies.

Maintaine information as to location, current opcraticns,
and realincss of ships under the operstional and adninis-
trative cormand of the Corrandcr.

Mointains information as to strength, location, and cur-
rent opcrations of U, S, and Allied forces in the sane
theater of operations; and of features and conditions
within the thcatcr of operations other than eneny intel-
ligence,

Supcrviscs the prcparation of thet portion of plans and
orders for currcnt and fupurc operations delegated to the

Opcrations Section by the Chief Staff Officcer.
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OPERATIONS OFFICER (11) (Cont'a)

(8) Meinteins closc coordinction with Intelligence and
Logistics Officcers whioh is mandatory for iost cffcctive
functicning of operation plans.

(9) Eas cognizance of and adviscs on matters pertaining
to bases, anchorages, and opcrating areas.

(10) Coordinates proparation of action recports,




3

LVILTION OFFICER (95)

209. (1) Has goneral cognizmance over all aviation opsrations
and matters with particular refcrence ‘to coordination
with air groups-

Develeps doctrine for combined PT-Air Operctions.
Advises the Commiender on plans for conbincd FT-Air
EXcreises,

Acts as Liaiéon Officer witlk zir feorcos in saie ares,
liainteins air plct of all frieadly air scarches cnd

strikes in crca whorc PTs and tcndcers arc operatinge




GUNNERY QFFTICER (90)

210ﬂ (1) Has cognizance of all natters coming under the cogniz-
ence of the Bureau of Ordnenoe and correspondence rcla-
tive thereto,
Prepares plcns and sulniits schedules for gunnery training
exercises to train and naintein the boats of all squad-
rons and othcr vessels assizncd in the highest state of
efficiency practicable consisccnt with armunition allowe

ances and assigned nissions.

Prepares and subnits plans for the security of squedrons,

task groups, or forces when cnchored at advance bases or
cxposcd anchorages,

Maintains corrccted records of armcizent of all squadrons
by boats and of othcr ships assigned, togothior with types
and anount of armunition on hand, normal and capacity
loading,.

Kceps infomiced of avcilable reserve of amnunition and
ordnancce conponents and its location afloat and ashorc,
Arranges for cnd ccordinctos win.unition supply of squed-
rons and other assigncd ships, whethor at basc or &t sea,
Recorrwends assignnent of boats cnd tenders,tc specific
tasks considering capability of ship's arrament for the
nission to be acconplished.

Advises on gunnery featurcs of tactical plons and fornae-

tions,




GUNNERY OFFICER (90) (Cont'd)

Exercises supcrﬁision ovor~matters Pcrtaining to revise
ions of standard instructions and broccdure regarding
arnment aﬁd its use.

Has goneral cognizance over radar installations, their
enploynent and“maintenance aﬁd upkeep, .

ﬁxcrcises supervision over netters portaining to:

(a) Mining exercises and matorials.

(b) Torpedoes and torpedo practices.:

(c) Snoke screens, both offensive cnd dcfensive,

(d) Chenical warfare.

(e) Rockets and rocket practices,

Reviews military end metericl inspection reports, and
gunncry phases of action reports,

Assists in the prcparation of acticn reports as nay be

directed, particularly with regord to. denege inflicted,

perforrance of ordnance naterial, and ennmunition expenw
ditures.

(14) Assists in all the duties under the cognizance of the
Operations Officcr as directed.

(15) Acts as Assistant Oporations Officer.




LOGISTICS SECTION Nel

LOGISTICS OFFICER (50)

(1) Deternmines logistic requircnents to suﬁport plans of
operation.,

(2) Provides timely advance information to responsiblc sup-
porting logistic egencies,

(3) Exercises maxinun effort to correlate logistic demands
end operations with those of othcr operoting cormonds.
¢4) Meintoins the xmost effective and cfficient usc of availe

able facilities, nunitions and porsonnel within linits
qf cormand, |

Revicws all correspondcncc concerning logistics natters
and preparcs recormended endorscients where corments and

recormicndations are nocessary.

Plans for and supcrvises the procurenent, storage, trans-

portation and distribution of all supplics, including
fucl and crmunition.

Plans for and supcrvises procurenmsht or construction on
shore; when reoquired, and the opcration and maintenance
of supply; evacuction, end naintencncce cstablishnents,

end of utilities and other faeilities rclating to shelter,
supply end transportation.

Coordinates the duties of the Logistics Stalf, consisting

of the Engineering, Matcrial, Gunnery and Supply Officors.




ENGINEERING OFFICER (70)

212. (1) Originstes dircctives cs roequircd for the operction

of 2ll enginecring plants in the squadrons and tcndors.
(2) Purnishes the Logistics Officer fusl and oil require-
nents. |
(3) Originates directives for the prescrvation and naintcnanﬁe
of engineering nicterial, -
(4) Furnishes Material Officor informmtion on the condition
of nachinery in use so thet he may keep sufficicnt
. spare parts on hand,
Keeps records on 2ll enginecring roterial in use and Iow
peirs to boats accomplished by tendors and bascs.
Recormends to Coimcnder squadrons and tenders for oxten-
sive ovcrhaul and repairs.
Acts as Liaison Officer betwoen sguadron cormanders and

repair facilities of tendcrs and PT bases.




| MATZRTAL OFFICER (51)

213, (1) Has cognizance .of all matters coming under the Bureau

(2)

of Ships for hull and machinery.

Has charge of metariasl maintensnce, repair and salvage

within the cormand.

Mointains up-to-date information concerning material
reédiness for action of ships assigned to thc cormand
end advises concerning existing deficiencies and action
nceessary to correct tha,

Reviews £ll correspondence concerning natcrial netters
and prepares recormended enmlorsenents where cormnents

and recormendutions are necessiry.

Assists in preparation of ection reports as nay be
directcd and particularly with regord to domage sustained
by own forccs,

Hes cognizance over all alterations and authorized re-
pairs to bocts and ships assigned to the cormicnd, and
naintains a record as to the state of complection of
alterations within the squadrons and tcnders.

As an integrel part of the Logistics Sectioh, coordinates
his work as directed by Logistics Officer,

Keeps Bureau of Ships informed of usage trends in order
that sufficient material nmay be on contract and in ship-
rnent to provide for field requirenents. |

Sets up mexinun and nininun levels for bases,
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MATERTAL OFFICER (51) (Cont'd)

10, Makes rccommendations s to changed shipping designa-
tions, as older ones beconc obsolcte, in ordcr to pro-

vide for snooth uninterrupted flow of matcricl,




214, (1)
s (2)

SUPFLY OFFICER (40)

Advises the Cormender on nattcrs of gcneral supply.
Prepares directives nccesscry to establish supply
policies and procedures for the cormand as an inportcnt
nenber of the Logistics Scction,

Maintains liaison with supply cctivitics of cther con-
nands.

Supcrvises preparction of supply or financizl rcports

and returns required by higher authority.

Maintains follow-up systeir on 2ll matcrial rcquisitioncd.




COMJUNICATIONS SECTION (N=-5)

COMLIUNICATION OFFICZR (20)

Acts in an advfgggy bgpacity with subordincte cormunicoe
tion officcers withih"thb squadrons aand tcendecrs and bascs.
Organizes‘&ﬁd supervises the opcration of visucl and
radio cormiunications for the entire cormand.

Stipulates the provisions for, and supervises, comiune-
ication sccurity.

Provides for and operctes radio intelligence throushout
the cormand, |

Inplenents within the commend the commdnication dircc-
tives received fron higher cuthority.

Prepares corniunicetion plans for future opcrations, ine
cluding the inplementation of shorc bomberdmient, air
support; fichter direection, aerological, cndé public
relation plans,

Supervises thc cxecution of cormwunication plans in the
operation conecerned,

Dircctly operctes the rapid cormunication syster of the
flagship, including coding; the routing and distribution
of nesscges, and the supcrvision of flag and ship cou-
riunication personncl, _
Supervises within the coiriend the distribution, account-
ing, and security of classified publications issued by

Repistercd Publications Officers.




*

COMUUNICATIONS OFFICER (20) (Cont'a)

(10) Supervises cormiunicaticn training of the eomrung and
conducts frequent inspections to insure "compliance with
existing instructions and regulations as rogerds the upe-
keep and condition of all radio equipnent and the con-
duct of cormuniceations,

Maintain records of type and quantity of all cormunica-
tion equipnent installed or being installed in units of
the cormand,

Prepares such orders as necessary to effcctuats proper
and repid intcrnol routing and filing of all dispatech
traffic,




COMMUNICATION WATCH OFFICER (18)

216, (1) Stends coamunication wetches, boing govorned in the per-
fornance of these duties by the provisions of the Cone-
nunication Instructions and such ordcrs and instructions
as uay be issued by the Fleg Cormunication Officer.
Becones proficient in Fhe use 6f codes and ciphors
end is faniliar with Fleet and Task Force Operztions,
routine and staff procedure.

(?) Has requnsibility for the appcarance of the Flag Con-
nunication Office and Coding Roon,

(4) Has the following responsibilities while on watch:

(a) Is in direct charge of the cormunications of this
cormand, |

(b) Is respoasiple for the efficiency of the cormunica-
tion watch,

(c) Is responsible for coupletc and rapid'intérnal dis-
tribution of incaning dispatches and for the exped-
itious handling of outgoing drafts.

(d) Is rcsponsible for the hendling of all dispatchss
and the efficiency of the coding watch,

(e) Has to be fully cognizant of the effcctive organiza-
tion of the flect and.is responsible for the set-
ting up and neainteining of cormunication chennels

required by the organization,
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COMMUNICATION WATCH OFFICER (18) (Cont'd)

1

| (f) Is responsible for the custody of the cryptographic

aids, publications and dcvices kept for rcady usec,

One Communication Wateh Officer shall be deteiled
es custodian of the non-registcred cosmunication
publications, which he shall keep correetod.

(A1l Cormunication Watch Officers and Codiné Watch
Officers shell assist in the correcting of register-

ed and non-registered publicaticns),




CODING OFFICERS

217. (1) Stand coding watches, being governed in .the perfonﬁance

of these dutisess by the inétructions issucd by the Flag

Cormunication Officer.,

Fanniliarize thenselves with all cryptocraphic systems

in use and becone proficient in their proper use.

Are reoquired to pérfofn Flag Coding Board functions as

directed by the Flag Cormunication Officer or the Coii-

. nunicetion Wateh Officcr on duty.

When on watch have the following responsibilities:

(a) Are rcsponsible for ACCURATE, expeditious, and
efficient ecncryption cnd dceryption of dispatches,

{(b) Must be fully cognizant of the rules for crypto-
graphic security ond will insure strict obscrvance
of these rules in handling of the encrypted traffic
of this cormand.
Are responsible for the proper handling of all
eryptographic aids, publications and dcviccs kopt

in the coding roon.,




SECTION III
COMMUNICATIONS INSTRUCTIONS

301, Authority for orgcnization of tho cornwunication foree of the

Flagship, Cormander Motor Torpedo Boct Squedrons PACIFIC Fleet,
is contained in Article 786 (2)(b) and (7), and Article 787
andljss, U, S. Navy Regulations.
n786(2)(b). The organization of the staff will include = com-
nunication section either as part of the operations division or
as & separate division. A line ;fricer of the staff shzcll be
designated as fleg cormunicetion officer. Such duty ey be in
addition to other duties.,
"(7) While on communication duty the cormunication force of =
flagship will be under direction of thec fla; officer, but'it
will be orgenized cnd adninistercd insofar as nay be practicable
like that of any vessel of its type. To this cnd the Cormeander
pay order the ship's communication officcr, radio officer, and
Signal officcr to additional duty for comrmunicotions on his
staff. The aorganizotion of the cormunication force of the
flagship and the ncintenance of the cormunication filcs shall
be such ﬁhat in event of the transfer of the flag, the ship's
organization for cormunications will be left intact. (See
Article 2039 para., (6).7
Whilc the opcrating organization cores directly under thc Cone
nander, Motor Torpedo Boet Squadrons, PACIFIC Flcct, as indica-
ted cbove, the Coimanding Officcr may eall upon the radio per-
sonnel for such cdditional dutics as he nay require undecr any

circunstances.
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Cormander lMotor Torpedo Boat. Squedrons, PACIFIC Fleet;»has

no dircet responsibility conccrning upkcep end repeir of redio
and signel natcrial. of thc Flooship, The Flng Cormunication
Officer will keep inforrnied of the condition of cquipnent of
the Flagship end will call the attention of CorMTBRonsPac to
any practices or uateriai defects which will adverscly affect
the opcration of the Flaog Cormiunications.

The ontirc combined caxmunicotion forec (radic ond signal), es
far as professionacl dutics arc concerncd; will coile under tic
diroct supervision and cognizance of the Flog, The dircet
supervision of adninistration, disciplinc and training of the

- ship's poersonnel will be considered the ship's rcsponsibility.
ﬁowcver, the Flag Cormuunication- Officer will cooperatc and ade-
vise regording assignments cnd transfors of radio and signal
personncl, ‘

The Flogship will pfovidc and maintein thc necessary cormunics-
'tion organization to insurc accurate, cfficiont, and prompt re-
ception cnd transnission of riecsscges and nceessary cncrypting
and decrypting. The ship's organizetion shall provide for the
supcrvision of cormunications when ¢t anchor by a commissioned
officér; who is the officcr having the day's duty as Cormunica-
tion Officer,

SECURITY, -

Complieance with the provisions of Article 76, U, S, Navy Rczula-

tions, thce Reglstered Fubliceotions Manual, Coriiunication
Instructions (Chaptcr 4 - Manual of Cormwunication Security),

Censorship Reogulations, cnd current dircetives will govern’
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security of cormunications., The bost rcgulation for security
is to linit thc distribution to only thosc who nust know,
303. DISPATCHES.

A, GENERAL
1. DRAFTING OF DISPATCHES
() In order that Cormander Motor Torpedo Boat Squcodrons,

PACIFIC Flect, ney set an coxemple of propricty in
drafting of dispatches £ll officers of thc staff will
femiliarizc thenselves with the provisions of Con-

niunication Instructions relative to that subject,

. Ty - N ) .
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Cormunication Watech and Coding Officers shall bring

to the attention of origlinating officcrs cll viola=-
tions of these instructions and rcco.mend nccessary
corrcctions, In NO CA4SE will & chanze in a dispateh
be made without the consent of thc origineting officor;
Officcrs orizineting dispatchos shall send the dis-
pateh writton upon the ORIGINATORS ROUGE COPY to the
Cormunication COfficc via nesscengcr if non-classified
or restrictcd, and via an officecr (or other authorized
nesscnger) if dispetch is SZCRET or CONFIDENTIAL.

TOP SECRET messages will be handlod only by designated
officers, The sumooth write-up shall bec rcturncd to
the originating ofificer for his initials (unless he
indicates othcrwisc) after which the nmcesscnger shall
obtain the initials of the releésing officer. 'Tho
niesscge will be routed as for an incoming dispatch

after it is dclivered for tronsinission,
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(e) A1l classified radio dispatches will:.-be relcased only

by the Cormermder od Chicf Staff Officer or their-
representative if both arc absent. Visunl or TBS
ncssages of routinc nature, and unofficial nessages
nay be released by the Staff Duty Cfficcr. Cormiuni-
cation.proceduré and service messages neay be rolcased
'by the Cormwunication Officcr. Pernission nust be ob=-
tained from the Cormander bofore tronsunission of any
nessege involving the breeking of radio or visual
silence,

An officer desiring to hﬁve a dispctch passed to sgﬁ-
plenentary cddresses for action or information shall
inform the cormunication wateh officer, who shall
preparc the necessary dispatch or proccdurc signél
and obtain initials of origineting end roloasing
officer, This nessesec will then - -be handled as other
outgoing traffic, |

“ , 2. ROUTING OF DISCFATCHES

(a) Full and coupletc routing of dispatches is a function
of the Cormunication Watch Officcer. A dispatch nust
be seen by every officcr having a possible intcrest
in it. Inteclligent cnd completc routing requircs a
thorough knowledge of the Staff Ofganization and core-
ful application of this knowlecdze to each dispatch.
The Flag is responsible for dclivery of niessages
addresscd to the Flegship. Copics of such mcssages

and copics of nesscges which are not addressecd to,
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but which arc of intecrcst to the Flagship, shall be
delivered to the ship for intcrnal distribution.
3« DELIVERY OF DISPATCHES

(a) The Connuﬁication Wateh Officer shall be rcsponsible
for the proopt delivery of dispatches,

(b) Speed in delivery of dispatches especially those of
priority and higher brecedencc, is csséenticl and
the systen nust NOT be allowecd to delay action,

However, it is a2lso essential thet disprtehes be

ACCURATELY written up., It is the responsibility

of the Cormunication Wotch Officer to insurc that
& comnplete and accurate copy of all dispateches is
delivered to the proper officcrs as soon os practi-
cable,
4o EMERGENCIES

(2) The Cormunicetion Watch Officcr shell beer in nind
that speed in thc delivery of = dispateh indicating
an encrgeney is the prinary consideration.
All nesseges of cmergencey nature will be deliverecd
by telephone; followed by writtcn up copy by messcnger.
The following types of nesscges will alweys bc handled
as "Energency":
(l) Contact reports of najor cneny units within

200 niles,

(2) Contact reports of minor ecncny units within

50 nilcs.,
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(3) Danage %o any fricndly units operating in
the sanc corea, |

(4) 4ir alerts within 200 nilcs,

(5) Meneuver signals, diversions or other riessages
which because of the tinme clcuent invelved nust
be handled as "Energency",

(c) Whenever the volume of traffic is such that it can
not properly and pronptly be hendled, a rclicf watch
will be called, and the Flag Cormunication Officer
inforned,

B. ROUTING AND DELIVERY INSTRUCTIONS
1. INCOMING - RADIO (CW or Voice)

(a) ALl traffic will be written up in thce Corrwmnication
Office by o confidential yconan. IZach ncssage will
bc checked for accuracy of content cnd routing by the
Cormunicotion Wateh Offic er. Messopes requiring

proupt action by this cammend cre irmediately brought

to the Commender and, if required, the action officer(s)..

Those not urgent, are held on the Cormandcr's board
which is brought to hin frequently throughout the day
by the Eoﬁfidontial yeonan.i Filing is accomplished
only after all the action and information officcrs
~concerncd have received a "flinsy™ and initizled the

originel,




(1) TOP SECRET nossorces are an exception to the
abovg. They are decryptced only by designated
Communicetion Wetch Officcrs who nlso typc amd
route then, .No copics, othcer tihcan the original;
are niade and the routing is linitved to thosc
selected by the Cormender. TOP SECRET ncssccs
are placcd on a separatc file which is kcpt in
a locked cobinet to which only thc TOP SECRET
Cormwunication Wateh Officers and the Cormunica-

tion Officcr have acccsse.

2. "INCOMING VISU:

(a) Visual traffic is brought tc the Cormmuniccotion Office,
where it is handled as in porcgraph l(2) above.

3. OUTGOING RADIO (CW or Voicc)

(2) Yhen o messcge is declivercdé tc the Cormunieation
Office, =2 suooth Lbond copy cnd sufficipnt "flinmsies"
for intcrcstcd officers arc typcd by the confidcntial
yeoran, At that time he obtains an cutsoing log
nuﬁber fron the outgoing log, sclceting o dote tine
group for the message; and cnters it opposite the
outgoing log anwaber for that particulear messoge. The
originctor's rcugh original is stepled to the back
of the bond copy. It is thcn chceked and initialcd
. by the Comaunication Wetch Officcr who scnds it via
the confidenticl ycomen to the originctor for inite

ials, and then to the Cormander for rcleasc,
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(1) If thc nesscce is classifiod, it is encrypted
cnd then check-dcerypted by anothcr officor.
This step isz:andatory.' The code copy is then
written up and thc heading conposed by the Cori-
nunication Watch Officer, who assisns the radip
circuit on which the message is to be scnt amd
passces it to thc radio supcrvisor for transriise
sion. The plain languegce is held by the Cormiun-
ication Watch Of ficer to act as a tickler and to
await 2 time of dclivery. The plain language copy
of an enciphered dispatch is never broucht to
the Radio Roor,.

After transmission has been accomplished; the’

T.0.D. frequency, cnd operator's initials arc e

put on the codc copy., The T.0.D. is cntered in

the redio out;oing log and the code is passed to
the Corrwnication Wotch Officer, who secs thot the
T.0.D. is cntercd on the plain langusge, after
which the code is returned to the Radio Room for
filing. The nessage is then put on the routing
-bocrd so that the Comender, origincting officcer,
end intcrested persons rcecive o copy ?f the 1cs=
scge containing the ectucl tine of delivery. The
original copy, as in thc casc of incaiing lessages,
contains the initials of all thosc who have rc-
ceived flinsies, and ig filed on the outcoing filc
cceording to date-~tine, '
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(2) If the messcge is unclassified, it is handled

exactly as in 3(z2)(1), oxcopt that no coding

is nccessary. The Radio Room receives a plain
language copy containing the headinge When the
7,0,D. has been properly entered it is returned
to the radio supervisor in the schc way &s a
code CODPY. ‘

L. OUTGOING VISUAL

{a) Visuzl outgolng messages oIc hondled in thc s&ic
way as unclassified radio dispatchcs, except thet
instead of going to the Redio Roonn, thecy arec scnt
up to the signcl bridce for transnission.

304, ADMINISTRATIVE COMMUNICATION ORGANIZATION.

(a) The cortwunication watch will nornally consist of:
(15 Cormwunication Wateh Officer
(2) Coding Bocrd Officcr
(3) Confidenticl cormunication yconan
(4) Rhdio Suporvisor
(5) Radio Operators
(6) Signalmen
4 continﬁous wateh will be ncintained cs dirccted by the
weteh bills, which cre cpproved by the Cormunication 0f-
ficer. The watch bill will be so erranced thet off-autly
coding board officers can be cellcd to assist in handling
any backlog which may have ccecunulated. The watch will
not be considercd proporly reclieved until all pcertincnt

information has beocn passcd to the oncaouing watbche
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305, COMMUNICATION FILES

(a) The Flag Cormuniceation Staff will be responsiblc for

the Flagship's coimmiunicetions, . Copies of uessages
. for the ship will be handed to the ship's Co:tiunica-
tion Officer, who will receipt for thcri and assure
responsibility from that point. The Flag's files arc
to be coupletely separated from the ship's, so thet in
the event of the Flag's rcnoval froma the ship, cach
organization's files will bYe intact and rcadily noved,.
In addition to incouing and out.oing files, individual
files for cach type of general nessagc will be neintained..
The following files shall be maintained in the Fleg
Commiunication Office:
CLASSIFIED
RADIO AND VISUAL
AWAITING iCTION FILE (Includes "Answcr Requircd®™ and
Tracers., )

GENERAL FILE
U.S. FLEET
ALNAV
AICOM
ALPAG
ALPOA
PACFLT
NAVOPS
AL, COMPACS
MATLGRAM
BASEGRAM

QEEN MESSAGE (By Staff Navigator).
MISGELLANEQUS




REGISTERED AND OTHER SECRET AND CONFIDENTIAL PUBLICATIONS

The Fleg Cormunicction Officcr is responsible to the
Cormander lMdtor Torpedo Boat Sguadrons, PLACIFIC Fleot; for
the custody of all rcgistered publications.

A Cormunication Watch Officer, designated as Repistorcd
Publications Officer, is the custodian of rcgistcred and other
seccerct and confidential publications. ‘He‘shall receipt to
the Flag Coumunication Officer for all recistered or restric-
ted documcnts which nust be accounted for by the Corriandor
Motor Torpedo Boat Squadrons, PACIFIC Flecet,

T ALl registered and other inportant publications shall be
catalogued to show their recéipt and tho safcs in which they
arc stowed. No rcgistered publications shall be issuecd ex-
ccpt on written r@ceipt of an authori z¢d indijidual, v ich
receipt shall -be obtained at the tine of issue, Othor cone-
fidential or secret publications cnd impa tant docwnents shall
bc handled in a sinilar nanner,

In accounting for registered publications when preparing
quarterly invcnto:y; cach publication actuclly :i:ust bec sight-
ed by the officcrs teking inventory.

" Contfidcntial and sceret publiecations shall be kcpt only -
in cuthorizcd stoweges.

- The Coding Board Officcr on wateh shall be rusponsible
for the publicctions in the coziunication officc safcs. The
Registered Publications Officer sholl ngke a wecckly inventory

of thc contents of the comnrunication office safes.‘
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. The Registered Publications Officer shall be the only
person regularly in posscssion of the combinotions of “safes
containing unissued registercd publicctions, cxeccpt for:

(2) Corrwunication Office saefes; (b) War Plons safe; (c) Seerct
Mail safe. In order thot access to any safe may be had in
the absence of the regular custodicn, the Registered Publica-

tions Officer shell neintain in sceled cnvelopes the combinas-

tions of all safes assigned to the Staff. These scalcd envele

Opes shall be kept in the commiunicction office safe, Proupt
report shall be made to the regular custodian of a safc vhene
ever the eavelopc containing the combination therete is open-
ed for any purposec.

The Registered Publicotions Of ficer sholl chonge the cone
bination of all safes allocatcd for the stowage of classified
publications whcn he first rcecipts fer the registorcd publi-
cations, and from tinc to tine thercaftor, particularly subses
quent to the openins of o safe by anothcr officer,

The Registercd Publicetions Cfficor sholl kcep a recoxrd
of all "shipnient mcmoranda™ to insure rcceipt of all natter,
He is rcesponsible that all publicatién in his custody are
corrccted to date, It is desirable thot mcibers of the
Staff corrcct their own publicctions; but cven though they
do so, their werk sk 11 be chccked by the Rogistercd Publie

cations Officer, who is responsiblc for t hcir being corrects




. SECTION IV

DUTIES OF STAFF DUTY OFFICER (14)

1 Staff Officers, who are so dcsigncted, will stand a day's
duty, in port, in accordance with the Staff Duty List sdb-
uitted by the Scnior Wetch Officer of the Staff, cmd approve
ed by the Chief Staff Officer. Tours of doy's duty will be
24 hours, comxiencing at 1200 on the day indidated.

The Staff Duty Officer will keep the 0.0.D..and C.W,0, in-

- forned of his identity and wherc hec niay be easily rdached,
In case it should becone necessary for the Steff Duby 0f-
ficer to leave the ship because of duty; or for soxc o her
urgent reason, he will endcavor to botcin a relicf fron

the Senior Vatch Officer'of the Steff., If no relicf is

on board, he will inforii the Chicf Staff Officer and Conp
nanding Officer of his moveuents cnd the anticipated cxtent .
of his absecncc.

The dutics of the Staff Duty Officer assune particular
importance when, in thc cbsecnce of thc Cormwodore, Chief
Staff Officer, or other nenmbers of the Staff, he is called
upon to make decisions in case of erlergency, or on natters
which cannot be delayed for reference to highcer authority

or to the officers having cognizancce. This nckes it inper-
ative thet all officers standing a dey's duty kccp theie
selves thoroughly informcd as to the existing situations,
policies of the Couuodorc; and the usual and proper nanncr |

of teking action on all natters which ngy develop,
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The Staff Duty Officecr will porforn the following

-gpecific duties:

(a) Receive routine rcports.

(b) Act on routine matters.

(¢) Attend the side when the Flag Secrctary is not
available,

(d) Regulete the novements of the bargze and other boats -
assigned to the Steaff, in‘conjunction with the Fla@
Secretary. Be faniliar with the Harbor Berthing
Chart so that explicit directions ccn be given the
coxswain of any boat, prior to the dcparturec of

the Cormodore in it.

keep the Cormiodore and Chiecf Staff Officer inforncd of

all importent natters, perticulerly those which have
transpircd during their tcnporary absenco,.

Kcep informed of the riovements of the Coiriodore and
Chicf Staff Officcr.

Exanine all ;ail rcceived during cny prolonggd absenge
of the Flag Secretafy and deecide what action, if any,
nust be tcken.

Read and initial a2ll dispatches, takinz cction if nec-
essary, in the absence of the action officer. Recgive
Aerologicel forecasts from the Acrologicel Officer,
and_ﬁhen bed weathor is expected, tronsuit the ncces-
sary information and warnings to ships prescnt in this

corziend, or to all ships prescnf if SOPA,
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In all occasions requiringc irmicdicte cction of an energency
nature, the Staff Duty Officcr will tcke suchlappropriate
action as nay be necessary, inforning the Cotwiodorc or higﬁ-
er authority of thc action by the most cxpeditious ricons.

In casc an officer is unable; for any reason; to asswic

his assigned day's duty, thc Scnior Duty Officcr will dcsig-
nate a relief frdm the eavailable officers,

The Staff Duty Officer will meintain a Flog Log during the
period of his duty. |

In turning over the Staff Duty to the regular rclicf, all

officers will be extrencly neticulous in secing thet their
rclief is apprised of cll pertinent information nccessary
for hin to assuac the day's duty, with particular rcfercnce
to any unfinished iteus or enticipatcd dcvclopmicnts., Turn-
ing over the Staff Duty will be donc in a proeise, foriml

nanncr as rcquircd by Nevy Regulations.




701.

SECTION V

RELATIONSHIP BETHEEN FLAG »AND FLAGSHIP

All nenbers of- the Staff of CouMTBRonsPae will be guided
in their re;atidns with the Flogship by the followin: in-
structions: '

Relationship betwccn the Staff and the Flagship is thé
Sene as that between the Staff and the other ships of the
Squedron, The nere fact that ComMTBRonsPac ord his Staff arc
quartered in the Flagship docs not werrant interference with
the intcrnal organizatidn of the ship, nor any by-passing of
usual and proper channcls of contact betwcen the two., Staff
officers in their contacts, official and personal, with ves-
sels and officcrs within as well as without this comriend, will

exercise courtesy ond tect at all tincs,

Staff officcrs are rcsponsiblc only to CorMTBRonsPec,

They ere, howevor, subjcet to, and arc cxpected to abide by,
the ship's rcgulations and routine as promulgated by the Flog-
ship.

As representetives of CouMTBRonsPac, Staff officcrs will
normally conduct all official business throuch the Commapding
Officer of the Flagship or the Execusive Orfficer thercof, and
will refrain frou 8iving orders uﬂd instructions to the
Offlcer Of thc Deck or to subordincte officers of the Flag-
ship, except in cases of cncergcncy and when acting under
delcgated'authority. All officiél correspondence with tho
Flagship shall be addrcsscd to, and routed through, the
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presceribed channels to ths Cormending Officer thereof,

The comuunicction departiients of the Flegship will be
under the operational control of ComMTBRonsPe.e, and ordcrs
relative to such opcretion will be issued by thc Flas Comie
Aunication O0fficcr under thc aub hority of CowMTBRonsPzc,
Thé Commending Officcr of the Flegship nmay be recquestoed to.
order ccrtein officer comaunication personnel to additional
duty with the Flag as nay be desired by CorMTBRonsPcc.

The Cormending Officer of the Flagship ney be rcquostcd
to order the Modical Officcr and the Supply Officor of the
Flogship for additional duty with the Staff os desired by
ConMT'BRonsPac,

When officcrs of the Staff report abocrd any other ship

" or Flagship in an official capecity they shall report their

bresence on board to the Coruonding Officer,” cnd if & Flag-
ship to thc Flag Of ficcr, stating their stotus as o nenber

of the Staff of CoxkTBRonsFce, The purpose of their visit,
and roquest permission to conduct their busincss as 12y have
becn directed. Prior to departurc they shall likewise inforn
the Comanding Officer and Flag Officer of their dcsirc to
depart, with 2 bricf rcsume of the results of thoir visit,
togcther with any furthcf coents and recozrzicndations as

niay be appropricto in the premises.
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